
Grant Writer 

Tempe Center for the Arts is seeking detail-oriented applicants with proven communications expertise for the 
position on Grant Writer within the Arts & Culture Division. The Grant Writer provides direct support to the Director 
of Institutional Advancement (DIA) in the implementation of Tempe Center for the Arts’ (TCA) comprehensive 
fundraising plans with corporations, foundations and government agencies. The Grant Writer will identify new grant 
funding opportunities and perform grant research, grant writing, and grant reporting. The ideal candidate will bring 
enthusiasm for the TCA’s mission and have direct experience with best practices in grant writing for the arts. 

This year, TCA celebrates 10 years as one of the valley’s beloved venues for arts, entertainment and a multitude of 
events. As the TCA looks to the future of produced and presented events, festivals and engaging community 
forums, the effective grant writing abilities of the Grant Writer are a key to its success. As a stunning arts venue 
overlooking Tempe Town Lake, TCA is poised to become a premier destination for cultural events, relevant 
conversations, the edgy and the unexpected. 

The Grant Writer position is full-time and benefitted on a temporary, one-year contracted basis with renewal options 
and potential for permanent conversion. 

Duties assigned to Grant Writer 

 Assemble, compose and submit grant requests, including proposals, letters, budgets, expense reports, 
presentations, bios and season play lists.  

 Maintain grant calendar to ensure timely submission deadlines. 

 Liaise with the Arts + Culture Division staff and other departments in the collection of program information 
needed for grant proposals and reports. 

 Research and identify prospective funding sources. 

 Set appointments for Institutional Advancement Administrator with established partners and other 
prospects; arranging for meeting locations, onsite tours and site visits; attend meetings and takes notes 
when necessary. 

 Provide administrative support and maintain current records in database and paper files; follow through on 
all donor, supervisor and staff requests. 

 Exhibit excellent writing and proofreading skills with fastidious attention to detail and accuracy. 

 Perform related duties as assigned. 

Minimum Qualifications 

Experience 
Equivalent to two years of fulltime work experience in formal grant writing or proposal writing. Familiarity with grant 
management software preferred. 

Education 
Equivalent to a Bachelor’s degree from an accredited college or university with major coursework in technical 
writing, communications, journalism, creative writing, public administration, arts administration, non-profit 
administration, arts studies or a degree related to the core functions of this position. 

Salary Range 

$51,619 – 69,685/annual 



Tempe Center for the Arts sponsored by Northern Trust (TCA) is located on the southwest end of Tempe Town 
Lake and resides in a beautiful 17-acre lakeside art park. The striking venue houses a state-of-the-art, 600-seat 
proscenium theater, a 200-seat studio theater and a 3,500 square-foot gallery. The finely appointed Lakeside room 
overlooks Town Lake with expansive views of the Papago and Camelback mountains. 

Email cover letter and resume as a SINGLE PDF document to joy_higgins@tempe.gov. Deadline to apply is 

11:59pm on August 31, 2017. 
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